








































DEFINITIONS 
For purposes of these policies, the following definitions will apply: 

Authorized Hours - The number of hours an employee was hired to work. Actual hours worked 
during any given pay period may be different than authorized hours, depending on workload 
demands or other factors, and upon approval of the employee's supervisor. 

Benefits - Privileges granted to qualified employees in the fmm of paid leave and/or insurance 
coverage. 

Benefit Earning Employees - Employees who are eligible for at least a pro-rated portion of 
city-provided benefits. Such employees must be year-round employees who work at least 30 
hours per week on a regular basis. 

Compensatory Time- Time off with pay in lieu of monetary payment for overtime worked. 

Core Hours - The core hours that all employees (exempt and non-exempt) are expected to work 
are 8 a.m. to 4:30p.m., Monday through Friday. Police, fire, and public works employees do not 
have core hours and work the schedules established by their supervisors. 

Demotion- The movement of an employee from one job class to another within the city, where 
the maximum salary for the new position is lower than that of the employee's former position. 

Direct Deposit - As permitted by state law, all city employees are required to participate in 
direct deposit. 

Employee- An individual who has successfully completed all stages of the selection process, 
including the training period. 

Exempt Employee- Employees who are not covered by the overtime provisions of the federal 
or state Fair Labor Standards Act. 

FICA (Federal Insurance Contributions Act) - FICA is the federal requirement that a certain 
amount be automatically withheld from employees' eamings. Specifically, FICA requires an 
employee contribution of 6.2 percent for Social Security and 1.45 percent for Medicare. The city 
contributes a matching 7.65 percent on behalf of each employee. Cetiain employees are exempt 
or patiially exempt from these withholdings (e.g., police officers). These amounts may change if 
required by law. 

Fiscal Year- The period from Jan. 1 to Dec. 31. 

Full-Time Employee - Employees who are required to work fmiy ( 40) or more hours per week 
year-round in an ongoing position. 

Hours of Operation- The city's regular hours of operation are Monday through Friday, from 8 
a.m. to 4:30 p.m. 

Job Class -Positions sufficiently similar with respect to duties and responsibilities that the same 
schedule of pay can be applied with equity to all positions in the class under the same or 
substantially the same employment conditions. 

Department Head - An employee who is responsible for managing a department or division of 
the city. 



requires a leave of absence, such time off, if granted, will not be considered as time worked, and 
the probationary period will be extended by the length of time taken. 

Transfer - Movement of an employee from one city position to another of equivalent pay. 

Weapons - Weapons are defined to include all legal or illegal firearms, switchblade knives, or 
any other object that has been modified to serve as a weapon or that has the primary purpose of 
serving as a weapon. 

Workweek- A workweek is seven consecutive 24-hour periods. For most employees the 
workweek will run from Sunday through the following Saturday. With the approval of the city 
administrator, departments may establish a different workweek based on coverage and service 
delivery needs (e.g., police department, fire department, park and recreation department). 

EMPLOYEE RECRillTMENT & SELECTION 

Scope 
The city administrator or a designee will manage the hiring process for positions within the city. 
While the hiring process may be coordinated by staff, the City Administrator is responsible for 
the final hiring decision and must approve all hires to city employment. In addition to City 
Administrator approval, the City Council must approve the hiring of all Department Heads. All 
hires will be made according to merit and fitness related to the position being filled. 

Features of the Recruitment System 
The city administrator or designee will determine if a vacancy will be filled through an open 
recruitment or by promotion, transfer, or some other method. 

This determination will be made on a case-by-case basis. The majority of position vacancies will 
be filled through an open recruitment process. 

Application for employment will generally be made online or by application fmms provided by 
the city. Other materials in lieu of a formal application may be accepted in certain recruitment 
situations as dete1mined by the city administrator or designee. Supplemental questionnaires may 
be required in certain situations. All candidates must complete and submit the required 
application materials by the posted deadline, in order to be considered for the position. 

The deadline for application may be extended by the city administrator. Unsolicited applications 
will not be kept on file. 

Position vacancies may be filled on an "interim" basis as needed. The City Council will approve 
Depmiment Head interim appointments. Pay rate adjustments, if any, will be determined by the 
City Council. 

Testing and Examinations 
Applicant qualifications will be evaluated in one or more of the following ways: training and 
experience rating; written test; oral test or interview; performance or demonstrative test; physical 
agility test; or other appropriate job-related exam. For example: 

• Keyboarding exercises for data entry positions. 



The city has the right to make the final hiring decision based on qualifications, abilities, 
experience and City of Willmar's needs. 

Background Checks 
All finalists for employment with the city will be subject to a background check to confirm 
information submitted as part of application materials and to assist in determining the 
candidate's suitability for the position. Except where already defined by state law, the city 
administrator will determine the level of background check to be conducted based on the position 
being filled. 

Training Period 
The training period is an integral part of the selection process and will be used for the purpose of 
closely observing the employee's work and for training the employee in work expectations. 

Training periods apply to new hires, transfers, promotions, and rehires. Training periods are 
twelve months in duration, but may be extended by, for example, an unpaid leave of absence. 



1.4. Definitions 

1.4.1 Class means one or more positions sufficiently similar with respect to duties and 

responsibilities that the same descriptive title may be used with clarity to 

designate each position allocated to the class, that the same general 

qualifications are needed for performance of the duties of the class, that the 

same tests of fitness may be used to recruit employees, and that the same 

schedule of pay can be applied with equity to all positions in the class under the 

same or substantially the same employment conditions. 

1.4.2. Compensatory Time means time off with pay in lieu of monetary payment for 

overtime worked. 

1.4.3. Continuous Operations are those functions which are required to operate on a 

24-hour per day, 7 -day per week basis, and shall include Wastewater Treatment 

and certain Park and Leisure Services functions. 

1.4.4. Demotion means the movement of an employee from one classification to 

another having a lower maximum rate of pay and/or reduced responsibilities. 

1.4.5. Departments are the primary organizational units of the City. 

1.4.6. Department Director is an individual appointed to head a department, and shall 

include any individual properly designated to act for the Department Director in 

his/her absence. 

1.4.7. Division means a branch of a department of the City service. 

1.4.8. Work Rules are departmental regulations relating to working conditions. 

1.4.9. Employee means an individual who devotes or applies one's time and energy in 

service to the City in any of the legal conditions of employment including (A) 

through (D) as follows: 

A. Year-Round Employee means an employee who has successfully 

completed their initial probationary period with the City and has been 

granted full-time status by the City Administrator. 

B. Full-time Employee means an employee who normally works 40 hours a 

week throughout the year hours per week throughout the year. 

C. Part-time Employee means an employee who normally works less than 40 

hours per week throughout the year. 
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D. Temporary Employee means a person having no permanent status who 

may be hired to work for less than a 12-month period. 

1.4.1 0. Position means any specific office, employment or job calling for the 

performance of certain duties and for exercise of certain responsibilities by one 

individual. 

1.4.11. Probationary Period means a working test period during which an employee is 

required to demonstrate fitness for the position to which he/she is appointed by 

actual performance of duties. 

1.4.12. Promotion means the movement of an employee from a position in one class to 

another position in a class having a higher maximum rate of pay and/or higher 

responsibilities. 

1.4.13. Reallocation means a reassignment, change in allocation of an individual 

position by raising it to a higher class, reducing it to a lower class, or moving it to 

another class on the same level on the basis of significant changes in the kind, 

difficulty, or responsibility of the work performed in such position. 

1.4.14. Transfer means a change by an employee from one position to another position 

of the same class or a comparable class in another department without 

examination. 

1.4.15. Work Rules are departmental regulations relating to working conditions. 
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2.3. Hiring Procedure 

It is the policy of the City of Willmar to employ qualified applicants through 

employee promotion or local, regional, or national recruitment as required. Notice of all 

vacancies for positions shall be posted and advertised according to the City-wide 

Employment Policies, Practices and Procedures Manual or Police Civil Service 

Commission rules. All applications must be submitted no later than the final day for 

closing of applications. 

Employment references may be contacted by the City Administrator or 

Department Director in order to verify employment history, applicant qualifications, and 

to determine suitability for employment. 

Written performance or physical examinations may be required to determine the 

applicant's job knowledge, skills, or suitability for employment. All examinations must 

be related to the specific position for which an applicant is being considered and must 

be uniformly administered to all applicants. If a candidate is not able to perform any of 

the physical requirements of the job, it will be determined if reasonable 

accommodations can be made. 

A physical examination may be requested and, if so, must be satisfactorily 

completed prior to City Administrator action granting permanent status. An applicant 

may be required to submit a driving record showing proof of an acceptable record if the 

position being applied for requires operation of City vehicles. 
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2.5. Probationary Period 

The probationary period is an integral part of the selection process and shall be 

utilized for observing the employee's work, for securing the most effective adjustment of 

the employee to the position, and for rejecting any employee whose performance does 

not meet the required work standards. Every new appointment of an employee who is 

not a veteran shall be subject to a probationary period of six months after appointment. 

Every promotional appointment of a full-time, year-round employee who is not a veteran 

shall be subject to a probationary period of a minimum of six months after appointment. 

The appointing authority may terminate a probationary employee at any time 

during the probationary period if, in the appointing authority's opinion, the working test 

indicates that the employee is unable or unwilling to perform the duties of the position 

satisfactorily or that the employee's habits and dependability do not merit continuance in 

the position. The employee so terminated shall be notified in writing of the reasons for 

the termination and shall not have the right to appeal unless the employee is a veteran, 

in which case the procedure prescribed in Minnesota Statutes Section 197.46 shall be 

followed. 

An employee terminated during the probationary period from a position to which 

they have been promoted or transferred shall be reinstated to a position in the class 

from which they were promoted or transferred unless the employee is discharged from 

the City service as provided in the rules. 

Vacation and sick leave shall be earned by the new employee during the 

probationary period, but will not be available for use by the new employee until the 

period has been successfully completed. If the new employee does not complete the 

probationary period, no vacation or sick leave for that period shall be credited to the 

employee. 

Wage or salary increases shall be consistent with the governing labor contract 

regardless of the dates of action by the City Council. 
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EMPLOYMENT POLICIES, PRACTICES AND PROCEDURES 

EEO and AAP Policy Statement 

The policy and intent of the City of Willmar is to provide equal opportunity for_ employment 
to all persons. 

This policy prohibits discrimination because of race, color, religion, sex, or national 
origin except in the case of a bona fide occupational qualification. 

This policy applies to all phases of employment and with the concept of affirmative action 
and equal employment opporhmity. Both must be consistent with and fundamental to 
implementation of the City's personnel system, and designed to assure meaningful 
employment opportunities to all segments of the community from which personnel are 
drawn. 

All City employees will cooperate to ensure this policy is followed. 

The purpose of this policy is to establish an equitable procedure for hiring in the City of 
Willmar. 

This policy is intended to cover all pennanent full-time and permanent part-time employees 
of the City of Willmar except those employees covered by an ordinance or an approved 
procedure by the City Council. Employees of the Municipal Utilities Commission, Rice 
Hospital, and those employees covered under rules of the Police Civil Service Commission 
are excluded. Seasonal and temporary employees are also excluded. 

ADMINISTRATION 

Responsibility for administration of this policy shall be that of the City Administrator and 
the Human Resomce Director (Labor Relations Committee). 

POSTING PROCEDURE STEPS 

1. The Department Head and the Human Resomce Director shall review the 
position's job description for changes needed and create a rating fmm for 
selecting applicants to interview. (If no changes are needed proceed to posting 
procedures #4). 

2. The updated job description shall be reviewed by the City Administrator. 

3. The job description is sent to the Labor Relations Committee (if one is in place) 
then to the Council for approval. 

4. The position will be posted first intemally, for five calendar days. If no qualified 
candidates are found the position will be posted extemally. 

5." Applications shall be reviewed by the Department Head and the Human Resomce 
Director. 



CREATING NEW PERMANENT FULL-TIME OR PART-TIME POSITIONS 

1. A proposal for creating a new permanent position shall be submitted concurrently 
to the Human Resource Director and the City Administrator for review along with 
the follow items: 

• Justjfication for the position 

• Job description 

• Salary range 

2. Upon City Adminish·ator approval the documents will then be sent to the Labor 
Relations Committee if one is in place. The committee will review and send to 
Council. 

3. Council will review the documents for approval. 

4. When the position is approved by the Cmmcil- follow the posting procedures to 
fill the position. 

INTERVIEW PROCESS AND PROCEDURES 

The Department Head and the Human Resource Director will: 

1. Create the interview rating form and interview questions. 

2. Select the interview committee members. 

3. Select the date, time, place for interviews to be conducted. 

4. For Department Head vacancies the Human Resource Director and City 
Administrator will conduct the above steps together. 

Who Calls the Applicants for the Interview? 

1. The Department Head's Administrative Assistant or the Human Resource Director 
will notify the applicants that qualified for an interview. 

Who decides the Best Applicant for the position? 

1. The interview committee, the Department Head, and the Human Resourqe Director 
will assess the interview evaluation fonns and discuss each applicant's 
qualifications for the position. 

2. When an applicant is selected by the committee - Employment references are 
conducted by the Department Head (or Human Resources) in order to verify 
employment history, applicant qualifications, and to determine suitability for 
employment. 
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3. When the reference checks are finished, all documents will be given to the Human 
Resource Director for review. Upon approval from the HR Director the Depmiment 
Head will notify the City Administrator through written documentation the selected 
applicant to be hired. 

4. Upon approval from the City Administrator, the Depruiment head will conduct a 
verbal hiring offer to the applicant. 

Items to include in the hiring offer are: 
• Salary 
• Start Date 
• Physical and/or Drug testing information (if need be for the position) 

Note: Benefit questions from the applicant refer the applicant to the Human 
Resource Director. 

5. Upon the applicant's verbal acceptance of employment, the Department Head will 
complete a New Hire fmm and submit it to the Human Resource Director. 

6. The Human Resource Director or the City Administrator will complete a hiring 
offer letter and send it to the applicant by email, U.S. mail, or fax. In the hire letter 
the applicant will be asked to respond back accepting the offer of employment. 

APPROVALS AND REVISIONS 

Any revisions needed in this policy must be sent for review to the HR Director, and then 
reviewed and approved by the City Administrator, forwarded on to the Labor Relations 
Committee if one is in place, and then the Cotmcil for final approval. 

~~ 

~~ 
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